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LETTER OF TRANSMITTAL. ''J* 



?'o Me Senate and House of Representatives; 

I transmit herewith three reports from the Commission on 
Economy and Efficiency. They relate to the following subjects: 

1. The centralization of the distribution of Government publica- 
tions. 

2. The use of window envelopes in the Government service. 

8. The use of a photographic process for copying printed and 
written documents, maps, drawings, etc. 

The first report recommends that the work of distributing docu- 
ments be centralized in the office of superintendent of public docu- 
ments in the Government Printing Office as a substitute for the 
present method of distribution by each of the departments, offices, 
and bureaus issuing such documents. The plan does not contemplate 
any change in the authority which determines the persons to whom 
documents shall be sent, but only that the physical work of wrap- 
ping, addressing, and mailing the documents shall be done at one 
place,' and that the place of manufacture. 

Documents are now printed and bound at the Printing Office and 
conveyed to the several departments and bureaus, where they are 
wrapped and addressed and sent to the post office, and afterwards 
from the post office to the railroad station, which is near the Print- 
ing Office. One result of the proposed plan will be to eliminate this 
unnecessary transportation of the large number of documents an- 
nually issued by the departments. Departments will be relieved of 
the trouble and expense of handling, storing, and accounting for 
documents; a better control can be exercised over the number of 
copies of a document to be printed at one time, or, when printed, 
the number to be bound from time to time ; and the accumulation of 
undistributed copies of the same documents in several offices will be 
avoided. 

The centralization of the work of wrapping and addressing docu- 
ments will permit the use of the most improved mechanical devices, 
and a saving of labor that is not possible when the work is done in 
many offices. 

I approve this recommendation of the commission and commend 
it to the favorable consideration of the Congress. 

The report on the use of the window envelopes is transmitted for 
the information of the Congress. 

The report relative to the use of a photographic process for copy- 
ing printed and written documents, maps, drawings, etc., is trans- 
mitted also for the information of the Congress. It does not require 
legislation. The attention of all departments has been called to this 
improved method of securing copies which heretofore have been 
made by hand at a cost many times greater than is incurred by the 
photographic process. The report of the commission indicates that 
the adoption of this labor-saving device has resulted in a large direct 
saving in expense in the departments. 

Wm. H. Taft. 

The White House, February 5, 1918. 
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THE CENTRALIZATION OF THE DISTRIBUTION OF GOVERNMENT 
PUBLICATIONS. 



December 4, 1911. 

The President: The Commission on Economy and Efficiency has 
the honor to submit the following report on the centralization of 
the distribution of Government publications. 

This report gives the results of a detailed study made by the com- 
mission regarding the methods now followed in respect to the dis- 
tribution of documents and the cost entailed. Its purpose was to 
determine whether any change could be made in such methods that 
would result in an increase in the economy and efficiency with which 
this work is done. 

As a result of this investigation the commission recommends as 
follows : ' 

1. That the work of distributing documents be centralized in the 
office of the Superintendent of Documents of the Government Print- 
ing Office, instead of being performed as at present by the depart- 
ments, establishments, and bureaus issuing such documents. 

2. That each department and establishment retain only such part 
of its present organization and facilities for the handling of docu- 
ments as is needed to prepare and issue orders for the mailing of 
publications. 

3. That the use of the teams and trucks, and operators in connection 
therewith, as well as the other equipment now used in conveying 
publications from the Government Printing Office to the several 
departments and establishments and from such departments and 
establishments to the post office and from the post office to the Union 
Station, be discontinued. 

4. That such portion of the forces of the various departments and 
independent establishments now engaged in addressing, wrapping, 
sealing, and otherwise handling publications for distribution as may 
be necessary be transferred from the departments and establish- 
ments in which they are now employed to the office of the Superin- 
tendent of Documents of the Government Printing Office. 

6. That, if necessary for the direct conveyance of publications 
from the Government Printing Office to the Union Station, a sub- 
post-office station be established in or adjacent to the mailing room, 
for the purpose of giving such postal supervision as may be required 
in the distribution, routing, etc., of documents. 

6. That such legislation as may be necessary to carry into effect 
the foregoing recommendations be had. 

The commission is of the opinion that the adoption of these recom- 
mendations will result in an economy of at least $a5ft$fifc MXK«a&v 



8 report of commission on economy and efficiency. 
Introductio n . 

A preliminary inquiry regarding methods now being followed in 
the distribution of public documents showed that the following con- 
dition of affairs existed : 

Practically all public documents are printed and bound in the 
Government Printing Office. Notwithstanding the fact that the lo- 
cation of this establishment is close to the Union Railway Station, 
to which all documents going out from Washington must be sent, 
these documents, instead of being delivered directly from the Gov- 
ernment Printing Office to the Union Station, go first to the several 
departments and establishments for which they are printed, then to 
the post office or to one of its branches, and from there to the Union 
Station. No advantage is thus taken of the exceptionally favor- 
able location of the Government Printing Office in respect to the 
shipment of documents. The new building for the local post office 
of the city of Washington will be located Detween the Government 
Printing Office and the Union Station, in such a way that the three 
will be immediately contiguous. With the completion of this build- 
ing the advantages of location with respect to this matter will be 
still further enhanced. Indeed, conditions as regards location will 
then be perfect. 

The length of haul, however, represents but one feature in respect 
to which present methods involve operations that may be eliminated 
or greatly reduced. The following more detailed description of the 

S resent practices reveals a large number of operations necessary un- 
er present conditions, but not required if the distribution of public 
documents takes place direct from the Government Printing Office : 

1. Documents, after having undergone the final process of stitch- 
ing and binding in the Government Printing Office, are sent to tie 
packing room, where they are wrapped or corded and tied or pasted 
for delivery to the various departments. This is done in order that 
they may reach their destination in a clean and mailable condition. 

2. From the packing quarters they are trucked or otherwise con- 
veyed to wagons, by which they are transferred to the department 
for which they are published. 

3. Upon arrival at the departments the wagons are unloaded and 
the publications are conveyed by truck or hand to storage rooms. 
Here thev are stored until removed for mailing. 

4. In the departments and establishments the wrappers, envelopes, 
or other containers are addressed to the persons to whom the docu- 
ments are to be sent. This work is usually done by addressing ma- 
chines, though to a certain extent use is still made of the typewriter 
or pen for this purpose. In the case of hand or typewriter address- 
ing a number of methods are in use. A custom largely employed is 
that of addressing the envelope and inserting on its inside flap the 
name or designation number of the publication or publications to 
be inclosed. The envelope is then filled by picking the publications 
designated from bins or shelves. Where distributions are made by 
the several mailing divisions of the departments for the purpose of 
assisting the post office, such distributions are performed entirely by 
hand. 

5. After the wrappers, envelopes, or other containers have been 
addressed they are delivered to a wrapping or filling table, where 
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the documents are inserted and the containers sealed. The work of 
inclosing the documents in all cases is done by hand, and in practi- 
cally all cases the containers are sealed by hand. 

6. When the mail sacks are filled they are delivered by hand or 
truck to' wagons, by which they are conveyed to the post office. 

7. Upon the arrival of the wagons at the post office the sacks are 
unloaded and are trucked by post-office employees to the distribution 
room. Here a large proportion of the documents is passed through 
canceling machines for the purpose of canceling the penalty frank. 
After this canceling operation is concluded, these publications, to- 
gether with those not passing through canceling machines, are dis- 
tributed by the distributing force. 

8. When the distributing process is completed the mail bags are 
delivered to the mail wagons by hand or truck and by these wagons 
are transported to the Union Station. 

9. Upon arrival at the Union Station they are unloaded into elec- 
tric trucks and by these trucks conveyed to the mail cars in which 
they are loaded for delivery throughout the country. 

The foregoing analysis of present practices is important, since, as 
will be seen hereafter, many of these operations will be entirely 
eliminated or much curtailed under the system recommended by the 
ronmiission. Under the present system quarters must be provided in 
buildings of a high rental value for the storage and handling of the 
documents. These quarters must be heated, lighted, and provided 
with janitor, char, and elevator service. Officers must be employed 
to direct and supervise the work. Either inefficient hand methods 
must be employee! or a large expenditure must be made for mechanical 
devices which will not be used to their maximum capacity. At the 
present time no less than 40 addressing machines of 12 different types 
and plate or stencil making machines are used by the various de- 
partments and establishments. The machines are, as stated, of vary- 
ing types and of varying degrees of efficiency. Their capacity ranges 
from 500 addresses per hour to as many as 0,000 or 7,000 addresses 
per hour. In many cases unnecessarily expensive kinds of envelopes. 
wrapping paper, twine, and other material are employed in pre- 

fiaring publications for mail. Finally, clerks, messengers, drivers. 
aborers, etc., are employed on this work, whose services would not 
be required if the packing and distributing of documents were cen- 
tralized in one place. 

Inquiry Relative to Cost ok Sebvicbs Under Present and Pro- 
rosF.n Systems. 

In the foregoing have been stated in general terms some of the 
features in respect to whicli the present system of handling and 
mailing documents is believed to be unnecessarily complicated and 
expensive. In order to ascertain more in detail the total expense to 
the Government of mailing documents under the present system. 
analyzed according to main items of cost, and to determine what the 
corresponding costs would be under the system of having all docu- 
ments wrapped and addressed at the Government Printing Office and 
distributed directly from there, a detail inquiry was undertaken by 
the commission. A schedule of inquiries calling for data regarding: 
the operations of addressing machines and the UMyftxaft, «sA \bsK£«s%, 
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of publications addressed by such machines was prepared and sent 
to all the departments and establishments. A copy of this schedule 
is appended to this report as Appendix A. This schedule called for 
information regarding only publications addressed by addressing 
machines. Accompanying it was accordingly sent a circular letter 
of inquiry calling for information regarding publications addressed 
by other means. A copy of this letter is attached as Appendix B. 

In addition to the information obtained in this way, representatives 
of the commission visited personally practically all of the services 
distributing publications in order to familiarize themselves with the 
practical working conditions, insure that the replies given to the 
schedule and letter of inquiry were such as were called for and satisfy 
themselves that the data sought were as complete and uniform aa cir- 
cumstances permitted. Finally, repeated conferences were had with 
representatives of the Post Office Department and the Government 
Printing Office regarding the features of the work of handling and 
distributing Government documents that most directly affected these 
establishments. The departments and services, furthermore, in com- 
pliance with the request of the commission, furnished samples of 
materials used in wrapping and inclosing publications. The purpose 
of securing these samples was to obtain a basis for estimating the 
cost of containers as well as the cost of inclosing publications therein. 
These containers, together with the replies of the departments and 
establishments to the schedule and circular letter of inquiry, are on 
file in the office of the commission. 

From the information secured in these various ways the commis- 
sion has prepared the statement that follows of the cost involved in 
distributing documents under the system obtaining at the present 
time, and an estimate of cost that will be entailed in performing the 
necessary operations under the system of centralization proposed by 
the commission. In the nature of things these figures can not be 
mathematically accurate. The commission believes, however, that 
they represent a close approximation to the actual amounts. As 
regards the cost under existing conditions, it is believed that the 
figures are under rather than over the true amounts, since the de- 
partments and establishments undoubtedly desire to minimize present 
cost as far as possible. In the majority of cases the figures given 
were obtained by totaling the figures returned by the departments 
and establishments in answer to the interrogatories in the schedule 
and letter of inquiry. In other cases the commission has had to 
estimate costs from the best information available. 
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In preparing the above statement, no consideration was given to 
special or extraordinary matter which may be issued by the various 
departments from time to time. Items of special importance under 
this class, not considered in the foregoing figures, are the bulletins 
and other reports containing the results of the general census taken 
each decade. One million is a conservative estimate of the number 
of documents that will be issued relative to the Thirteenth Census. 
On this basis there would be a saving of not less than $7,500 by the 
proposed over the present method of handling documents. Neither 
has consideration been given to the saving which might result from 
the more direct handling of publications now mailed from the 
CapitoL the Senate and House Office Buildings, and the Congresr 
sional Library. No attempt has been made to estimate this saving. 
That it is important is shown by the fact that actual weights taken 
at the post office at Washington, during 31 days in the months of 
February and March, 1911, of all mail matter received from the 
Capitol and the House and Senate Office Buildings, showed an aver- 
age of 21 tons handled per day. 

Description of Proposed Plan. 

Following is a description of the more important features of the 
plan recommended by the commission : 

When the binding, stitching, or ottvfct $m\ oyewiCvsBS, «*, w,\w 
pleted at the Government Printing Office, ^ftjava&ata -ww.^** <*» 
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veyed by belt, tube, truck, or otherwise, unwrapped and untied, to 
the distribution section of the office of Superintendent of Documents. 
There they will be unloaded at, and immediately ready for inser- 
tion in, the addressing and mailing machines, if they are of a char- 
acter permitting them to be wrapped by machine, and to other ma- 
chines and wrapping tables when such is not the case. By the mail- 
ing machines the publications will be automatically folded, wrapped, 
sealed, addressed, distributed, and put into mail sacks. These mail 
Hacks will then be immediately conveyed from machines to the tubes 
or other means of conveyance leading to the Union Station. The 
tubes should be so installed as to permit of the mail sacks being 
discharged in front of or directly into the mail cars. Fending the 
installation of such tubes or other mechanical system of conveyance, 
use can be made of a team or motor truck, the cost of which ought 
not to exceed $2,500 per year. 

Such publications, as are to be wrapped by hand will be delivered 
from the finishing room to the wrapping tables of the office of the 
Superintendent of Documents by the process above described. To 
this table will also be brought the wrappers or envelopes to contain 
these hand-filled or wrapped publications after they are addressed.* 
From these wrapping tables the publications will be distributed to 
mail sacks, after which the sacks will be delivered to the Union 
Station by the same process as machine- wrapped publications. 

Advantages of Proposed Plan. 

From the above description it can be seen that the publications 
will receive a minimum amount of handling. The majority of pub- 
lications will be mailed on practically the same day that they receive 
the finishing process of manufacture. Little or no storing will be 
required, except in respect to publications that have to be carried in 
stock. 

One of the most direct economies is secured through the elimina- 
tion, under the proposed plan, of the large amount of hauling and 
handling of documents which takes place under the present system. 
Another important economy will result from the discontinuance of 
the use of the space now occupied by the several departments and 
independent establishments for the distribution and storing of pub- 
lications. The Public Printer reports that ample space is now avail- 
able in the Government Printing Office for handling all publications 
under the proposed plan. This will mean a saving or $5,000 per 
year to the Agricultural Department alone, that sum oeing now paid 
for the rent of the building occupied by its Division of Publications, 
In addition, other valuable space in this department will be made 
available for other purposes. 

Important economies may be expected through the use of less 
expensive containers thanarenowinmanycasesemployed. Wrappers 
will be largely used in place of heavy and expensive envelopes. This 
is made possible by the use of mechanical folding, wrapping, and 
sealing machines in conjunction with the operation of addressing 
and distributing. There are also many cases in which the wrapper 
may be eliminated entirely and the name and address printed directly 
on the publication. A further economy in this connection will if suit 
to the KaihraY Mail Service through the reduction in weight of wrap- 
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ping materials. While no figures have been obtained or estimates 
prepared relative to the weight of envelopes, wrappers, and other 
containers now used in the mailing of the various publications, it 
may be conservatively stated that through the plan contemplated a 
reduction in weight of at least 60 per cent will be effected. This 
means a saving of space in mail bags, an increase in the number of 
documents that they will hold, and a corresponding economy. 

It is estimated that practically 40 per cent of the publications 
printed at the Government Printing Office by the various depart- 
ments and independent establishments are passed through the can- 
celing machines at the Washington post office for the purpose of can- 
celing the frank or penalty clause thereon. This is due largely to the 
fact that the envelopes containing the matter do not indicate suffi- 
ciently the nature of the documents inclosed. No good reason is 
apparent for continuing this process. If deemed desirable, however, 
the canceling of the frank can be done automatically by the address- 
ing machine at the same time the address is made. The name of the 
mailing office and the penalty clause can be inserted by the automatic 
addressing machines upon the wrappers or upon the envelopes at the 
same time the address is made, with practically no additional cost. 

By bringing together the distribution of publications under the 
plan suggested, it is probable that a satisfactory method can be 
devised whereby publications for certain sections of the country can 
be shipped from Washington by fast freight, instead of by mail 
cars, to selected distributing points, where they will lie taken over by 
regular mail cars. 

One of the strongest arguments in favor of centralizing this work 
lies in the fact that, if this is done, it beomes possible to make use 
of mechanical appliances for performing the work to be done to far 
greater extent than is possible under the present policy of decen- 
tralization. An essential part of the proposition of the commission 
is, therefore, that there be installed in the Government Printing 
Office~such equipment as may be necessary for the most economical 
and efficient handling and distribution of publications. 

This installation should include : • 

1. Equipment,, for mechanically wrapping, sealing, addressing, 
distributing, and sacking publications susceptible of being handled 
in this manner. 

2. Equipment for mechanically addressing wrappers, envelopes. 
and other containers for publications not susceptible of being 
wrapped and sealed by machinery, and for addressing cards, labels, 
etc. 

3. Equipment for mechanically addressing the outside covers of 
publications not to be wrapped or tied individually. 

4. Equipment for preparing stencils or plates. 

5. Other mechanical devices such as machines for folding such 
small matter as single and double sheets, machines for sealing en- 
velopes, tables for hand wrapping and addressing purposes, etc. 

In selecting this equipment, it is desirable that one embodying a 
system of interchangeable plates or stencils be installed in or3er 
that any list of names and addresses may be used throughout the 
entire equipment. It is further suggested that provision be made for 
the installation of a tube, endless belt, or other system, fot w^^'ma- 
eally conveying publications from the hindmg «c ^v^v^i^ t^sro., w 
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other place where the finishing processes of publication are performed, 
to the mailing room of the Superintendent of Documents, and of 
mail sacks from the mailing room to the mail cars at the Union 
Station. 

In support of the statement that important savings may be made by 
the installation of an up-to-date equipment for automatically wrap- 
ping, sealing, addressing, distributing, and sacking publications, 
there is appended to this report as Appendix C, copies of memo- 
randa sent by the Chief of the Correspondence and Mail Division 
of the Bureau of the Census, Department of Commerce and Labor, 
to the chief clerk of said bureau, under date of May 13, 1911. In this 
statement it will be noted that the estimate of saving to be secured 
in the work of addressing, inclosing, sealing, and sacking of publica- 
tions through the use of an improved type of machinery is from $4.76 
to $4.96 per thousand. This statement is made in connection with 
the issuance of about 1,000 ; 000 bulletins of the Thirteenth Census, 
and would mean an approximate saving of $5,000 on these bulletins 
alone. This estimate contemplates the handling of these bulletins 
in the same building and under the same general conditions in which 
they are now handled. 

A statement somewhat similar to this has been made by the Chief 
of the Division of Publications of the Department of Commerce 
and Labor, in which he stated that by the installation of automatic 
wrapping, sealing, addressing, distributing, and sacking machines 
a saving of approximately $4,000 or $5,000 annually could be made. 

Many improvements in handling publications not included in the 
estimate of savings will be possible under this system. Centraliza- 
tion will bring together larger quantities of like sizes of publications 
and thus permit of their being handled more efficiently. . Under the 
present plan one issue of a publication may be, and often is, dis- 
tributed from several divisions or bureaus of a department, and in 
some instances from more than one department. With present in- 
efficient methods of keeping store records and, In many instances, 
the entire absence of such records, it is often impossible to state what 
distribution has been made of publications. Under these circum- 
stances, a* reprint of publications may be asked for, notwithstanding 
the fact that a large stock may be in the possession of some other 
division, bureau, or department. This results not only in the print- 
ing of an unnecessary edition of a particular publication, but is apt 
unduly to increase the size of the issue of other publications on like 
subjects, published at a later date. This is due to the fact that the 
number of copies ordered printed is often based upon issues of former 
publications dealing with like subjects. Under existing conditions, 
this extra printing may go on through several publications on like 
subjects and only finally be discovered by accident. It is impossible 
to give a statement of the loss to the Government resulting from this 
lack of method. That it is considerable is certain. Practically all 
of it will be eliminated under the plan of centralization proposed. 

Another important saving under the plan of centralization sub 
gested will be obtained through the greater opportunity that wil 
arise to restrict to actual needs the number of copies of documents 
printed and bound. Under present conditions the Government 
Printing Office is compelled, in most cases, to print and bind at once 
the entire edition ordered. Under the proposed plan the Public 
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Printer, or his representatives, will be in. daily touch with the publi- 
cations on hand and the demand therefor. With this knowledge he 
will print publications for known or conservatively estimated re- 
quirements only. In most cases it is less expensive to store the plates 
or set up and prepare an additional " make ready " for another run 
than it is to print and store an extensive stock, which it is possible 
may never leave the storeroom except as waste paper or for destruc- 
tion. An equal saving can be made in the matter of binding. In- 
stead of at once binding the entire edition of a document ordered, this 
work will only be done as volumes are required for distribution. At 
the present time there is a net loss of from 25 cents to $1 or over for 
binding alone of each copy of a document that is published in excess 
of the aemand for it. 

A result not measurable hi money terms, but important from the 
standpoint of efficiency, is the greater dispatch with which publica- 
tions will be forwarded to persons on the regular mailing list. The 
time now consumed in wrapping and tying publications at the Gov- 
ernment Printing Office for delivery to the departments, in loading 
these on wagons, and in conveying them to the department buildings 
will be eliminated. 

In considering this report it is important to call attention to the 
fact that the policy of concentrating the work of distributing docu- 
ments is strongly supported by those officers of the Government who 
have had the most to do with this class of work. 

Thus the Chief of the Division of Publications, in his report to 
the Secretary of Commerce and Labor for the fiscal year ended June 
30, 1910, stated : 

It is believed tbat the centralization of the distribution of publications in the 
division that is charged with the expenditure of the department's allotment of 
the appropriation for printing and binding will result In economy in the use 
of that allotment, in the cost of labor In connection with the distribution,* and 
In expenditures from the contingent appropriation for containers and other 
miscellaneous supplies required for the work. It is estimated that the total 
of these savings will be between $10,000 and $15,000 annually. As an Instance 
of what is now being accomplished, it may be stated that the division hits 
already revised a number of the mailing lists, with the result that in the case 
of one there was a reduction, without prejudice, of 4,000 copies in the edition 
of the publication involved, the saving being 15 cents per copy, or about $300 
per month, In the cost of printing future Issues; in the case of another, about 
500 names were removed and a saving of about $250 per month was effected. 

Very careful attention has been given by the Public Printer to this 
matter. In his annual report for 1910 he strongly recommended tak- 
ing the action now recommended by the commission. He stated : 

On a site opposite and south of the Government Printing Office Building the 
new post-office structure is now under construction, and steps are to be taken to 
provide for the installation In the Government Printing Office, convenient to 
the new post office, of shipping facilities for the distribution direct from the 
Government Printing Office of nil Government publications. We now operate 
a mailing department for the Issuance of the Congressional Record and the 
transmission of documents to public libraries; and on two occasions during 
the past year we have given the use of sections of the old building to other Gov- 
ernment establishments for the purpose of wrapping and mailing publications. 
At the present time the product of the Government Printing Office Is hauled to 
the different departments and bureaus, where It is wrapped and addressed 
and then again hauled to the post office and from the post office to the rnilwiiy 
shipping point. The Government Printing Office shipped direct from the work- 
room by registered mail during the past year 39S.556 ]wst-offlce money-order 
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Upon being called upon by the commission to set forth his views 
on the subject more in detail, he transmitted to the commission the 
following letter prepared by the Superintendent of Documents : 
Office op Super intebdent of Documkntb, 

Washington, JvJy IS, 1911. 

Dear Sift: In compliance with your direction, I have the honor to submit the 
following views In reference to matters thiit properly come within the functions 
of the office I occupy. Possibly a portion of what follows has already been com- 
municated by me In response to the request of the Commission on Economy and 
Efficiency, but a repetition will not hurt. 

This office Is charged primarily with the distribution of public documents. 
This would indicate the desire on the part of the law-malting body to concentrate 
such distribution. That this desire is not in practice fully curried out is not 
because frequent reference to that fact has not been made by the Superintendent 
of Documents and other individuals who have given the matter consideration. 
It Is a self-evident proposition that If it is worth while to print anything it is 
worth while to distribute it In a common-sense fashion. To do this intelligently 
and without waste It stands to reason that only one agency should be employed. 
To disseminate a certain publication through a number of channels makes 
duplication unavoidable. For this reason It has been urged repeatedly that the 
office of the Superintendent of Documents should be intrusted with the distribu- 
tion of all publications lli.it fire printed for the Information of the American 
public. 

Whatever was in the minds of those who enacted the law that created this 
office has been largely lost Hight of. Every department. I may almost say every 
bureau of every department, has i's division of publication, each of which is 
Cully officered, more or less fully equipped, and is a greater or less charge on 
the public revenues. Each agency of the kind has its list of those to whom 
publications are sent. How, under the circumstances, can duplication be 
avoided? 'Leaving out of the discussion ultoge her the question as to whether 
K Is fair to supply a portion of the American people without charge with public 
documents when it is out of the question to supply all without, cos', it is cer- 
tainly unnecessary and wasteful to send more than one copy to the fortunate 
minority who receive public documents free. A very simple and effective 
remedy in this respect I have the honor to suggest. Let every list of every 
department and other issuing office be placed in charge of the Superintendent of 
Documents. Without giving him authority to make selection of those to whom 
publications are to be sent, he should be charged with the duty of eliminating 
all duplications. When this simple remedy is determined ou the waste result- 
ing from unnecessary duplication has stopped. 

In advocacy of the foregoing, permit me to mention other considerations. 
Everything printed by the Government is executed at the <!overninent Printing 
Office. Each department's supply is carefully wrapped mid transported to the 
various offices from whence these documents are mailed. In many cases the 
|,iii.ii.-nt|..F," (lint L'».t- ■■»■• »r>|.|-M >it lb.- !...< . nu.in.l |'i luthic iitlW i<n< 
nmviapiiert when they reach their local destination and then they are sent on 
their journey to the ultimate recipients to llie post office. If everything were 
mailed from the office of the Superintendent of Documents, only one operation 
of wrapping would be required, and the expense and delay of at least one 
shipment, that from the Government Printing Office to the department, would 
lie avoided. 1 do not know that I can present a stronger argument in favor 
of centralizing the distribution in this office thou what 1 have just stated. 

Another cause of what seems waste in the distribution of public documents 
is this: Many libraries find themselves unable to properly handle all the public 
documents they receive from this office. They are not financially endowed to 
give the necessary space and attention to this class of reading matter. In fact, 
to such libraries public documents become a burden. Yet they do not desire to 
relinquish the privilege, because many documents are of superior value, and 
they would not like to be without them. A remedy for this state of things 
would seem to be that they be accorded the privilege of periodically making 
select [«ii of such regular publications as they find are desirable to display. 

Yet another source of what may be called waste In the handling of public 
documents is the fact that each Senator and Representative receives a certain 
number of every publication that is printed by vote of either House. According 
to the interests nl the constituency a Member of Congress represents, some 
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documents are of more value to him than others, and for this reason a Member 
will send out every copy of some publications tJiat may be to his credit, and 
will quite neglect others that are of no Interest or value to his constituents. 
The proposition embraced In the bill now before Congress, regulating the matter 
of public printing, If enacted, will remedy this defect by allotting to each Sen- 
ator and Representative a certain credit, againsi which he ma; draw such 
documents, and ouly such, as he finds use for. He will not be confined to a cer- 
tain number, the only limitation being the money value of what be makes 
requisition for. 

As regards the concentration of mailing lists in the office of the Superintend- 
ent of Documents, It does not seem to me that It would Involve any considerable 
change in the present method of conducting business. I will state my Idea more 
In detail, as follows : 

A card index could easily be made of the names of libraries and also Indi- 
viduals on the mailing lists of the various departments, bureaus, independent 
offices, etc., and arranged under one alphabet 

By assigning a number to each class of Government publications, such num- 
ber or numbers to be placed on the index cards, it would be possible to tell by 
referring to the cards the various publications being received by the library or 
Individual whose names appeared on the lists. 

Boston Public Library, 

Boston, Mass. 
0, 9. 11, ie, 18, 26, 30. 

By reference to a schedule, showing numbers assigned to the various classes 
of publications, you would find that the above card gave you the information 
that the Bos»on Public Library was on the mailing lists to receive the following 
publications : 

No. 6. Farmers' Bulletins. 

No. 9. Smithsonian Annua) Reports. 

No. 11. Geological Survey Bulletins. 

No. 16. Monthly Summary of Finance and Commerce. 

No. 18. Dally Consular Reports. 

No. 25. Education Reports. 

No. 30. Civil Service Reports. 

If the suggestions herewith advanced .'looking to a concentration of sending 
out public documents, should be curried into effect, the system In vogue la my 
office will be found fully prepared to meet the larger requirements. Years ago 
It became necessary to inaugurate a stock plan which would show at once 
whether or not a certain book was In stock. In short, a card system has been 
Installed which, hesides being a key to a stock of over one million publications, 
divided Into perhaps a hundred thousand different books and pamphlets, serves 
as perpetual Inventory. The plan of storing under this system Is such that I 
can use every Inch of available space, and It is so simple that a new employee 
can as readlJy locate a publication as one who has been In the service for years. 
When the system was Installed the advisability, and hence the possibility, of the 
suggested concentration was considered. It may be proper at this point to refer 
to the vast amount of Information that this office has been able to obtain by 
means of the series of questions which you kindly submitted to every depart- 
ment and Issuing office, the object of these questions being to ascertain not only 
what was being printed, but in what manner the publications were disposed of 
by the offices whence they emanated. The replies to the circular letter referred 
to have proven very valuable means of Information. 

Another point that it seems to me the Superintendent of Documents should 
properly cover Is the character of publications issued by the Government If 
simplification Is needed anywhere, it Is needed right there. One edition for one 
book should be the watchword. To give an illustration which, In my opinion, 
shows the value of strict adherence to this: When the annual report of a 
bureau has been properly published under the title of the bureau there seems 
to be absolutely no need of another so-called "departmental edition" with a 
title less definite and less correct and In Issuing this second edition with the 
somewhat misleading title why should there be placed upon Its title-paee an 

8. Doc. 293, 62-2 2 
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additional designation and numbers tuat have uo relation whatever to the sub- 
ject matter, but simply serve the purpose of creating what Is known as the 
"congressional edition"? The foregoing, being one of the trials of capable 
cataloguers, who try to prepare a catalogue of Government publications that 
shall realty be of service, I think warrants the head of this office in referring 
to -the matter. 

Another example of the present faulty manner of preparing publications Is 
this: While there was a fair demand for the so-called advance sheets of the 
soils surveys, each advance sheet being a pamphlet report on the survey of a 
designated county or area, there Is hardly any sale demand for the annual 
volume known as Field Operations of the Bureau of Soils, for this reason: 
The latter publication groups in one expensive book ajl the operations, no matter 
in what part of the country, of a particular year. You can readily see that 
a person interested in the survey of a certain territory Is not at all Interested 
in what forms the major part of this book. If all the surveys of a particular 
locality were grouped together, no doubt such groups of surveys' would be 
readily bought and preserved. I might name other publications, such as the 
volumes of Mineral Resources. These volumes do not group information regard- 
ing a certain mineral, but they bring together the operations for a particular 
year, thus making a volume of which perhaps only a limited number of pages 
Interests the purchaser. 

1 might treat this subject at greater length, but what I have said will 
probably serve to call attention to what I consider a serious defect in the present 
mode of preparing many public documents for the reader. 

Believing that foregoing subjects are among the live questions to be consid- 
ered by the incumbent of this office, I respectfully submit them for your 
consideration. 

Very respectfully, August Pohath, 

Superintendent of Documents. 

Hon. Samuel B. Donnelly, 

Public Printer, Washington, D. C. 

Full Authority in Respect to Determination of Persons to 
Whom Documents Are to Be Sent to Remain in the Depart- 
ments. 

The commission believes that the economy and dispatch to be 
realized by having all documents inclosed in containers, addressed 
at one place, and transported direct from the place of manufacture 
to the place of shipment, over the system of having this work done 
at scattered points, are so manifest that little effort will be made to 
hold the contrary. If opposition is made to the proposition it is 
likely to center around the contentions that the departments or 
establishments will sacrifice to some extent the power they now have 
of determining to whom documents shall be sent, and that delay will 
result in the filling of special requests for particular documents. 

In respect to the first the commission desires to make clear that its 
recommendations relate wholly to the performance of the physical 
operations involved in the wrapping and inclosing of documents 
in containers, the addressing of the packages to the person to receive 
them, and the transportation of such packages to trie place of ship- 
ment. It in no way contemplates taking from the departments or 
establishments any control now exercised by them over the prepara- 
tion of mailing lists or the designation of persons to whom publica- 
tions shall be sent. Under the proposed plan the departments and 
establishments will continue to receive requests for publications, main- 
tain permanent mailing lists, and order documents sent as at the 
present time. From the standpoint of the service preparing the 
publications, the only departure from present methods will be that 
£6e work of sending out the publications will be done in the Govern- 
ment Printing Office under the direction of the Public Printer, 
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instead of in mailing and folding rooms constituting a part of their 
organization or that of the departments in which they are located. 

In respect to the latter, it is possible that the same promptness 
may not, in all cases, be secured in filling special orders. This, how- 
ever, is a matter of administration, and the commission sees no rea- 
son why practically the same prompt action can not be secured from 
a central mailing plant that can be had from one performing work 
for but a limited number of services. Whatever may he the advan- 
tage of the present system in respect to filling special orders, such 
advantages are much more than counterbalanced by the greater dis- 
patch with which documents called for by the regular mailing list 
will go out. 

In respect to both of these suggestions it is important to note that 
the claims for a central mailing service have been practically con- 
ceded in making provision for central mailing divisions for the sev- 
eral departments. The two departments having the heaviest work 
to do in the way of preparing and issuing public documents are the 
Department of Commerce and Labor and the Department of Agri- 
culture. During the past year or so the publication division of the 
Department of Commerce and Labor has centralized under its super- 
vision the distribution of all publications which formerly had been 
mailed by the several bureaus and divisions of the department except 
those of the Bureaus of the Census and Standards. All publications 
relative to the Department of Agriculture are now wrapped, ad- 
dressed, etc., in one central division, known as the Publication Di- 
vision, except the matter which is published at, and on account of, the 
Weather Bureau, which is forwarded therefrom direct to the post 
office. 

As to physical location, the addressing and mailing rooms of the 
Division of Publications of the Department of Agriculture are com- 
pletely removed from any other office of the department, and par- 
ticularly from the office of the editor-in-chief, by which it is directed. 
In like manner the rooms of the Division of Publications of the De- 
partment of Commerce and Labor are removed from most of the 
bureaus preparing the documents distributed by it. Considering 
, these conditions it is evident that a change to the centralized plan, 
' as contemplated, will work no inconvenience to the department on 
account of which the publications are mailed. As soon as provision 
is made for a mailing division that will perform the work of sending 
out documents for all the services comprehended by a department, 
a complete separation takes place between the determination of the 
person to whom documents will be sent and the physical work in- 
volved in sending them out. From the standpoint of the services 
E reducing the documents there is consequently little or no difference 
Btween the present system, under which a special service within the 
department has to be notified, and that proposed by the commission, 
under which such notice will be given to a central service. 

Respectfully submitted. 

F. A. Cleveland, Chairman. 

W. F. WlLLOUGHBY. 

W. W. Wabwick. 
Frank J. Goodnow. 
Harvey S. Chase. 
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Appendix A. 

The Ofebation of Addressing Machines amd the Habbuso and Mailing of 
Publications Printed at the Govebmment Pbintino Office Addressed by 
such Machines. 

Id order to secure Information regarding the operation of addressing ma- 
chines and the handling, mailing, etc., of publications printed at the Government 
Printing Office addressed by such machines for account of the various offices 
of. the executive departments and Independent governmental establishments, it 
Is desired that complete answers be given to the questions set forth below. The 
reports will be made on forms 6 and 6a transmitted herewith. 

In preparing the report, each question will be written in full In small letters 
(lower case) in tie column hearing the caption "Question." The answers will 
be written in the column bearing the caption "Answer," and the first line of 
the answer will be opposite the first line of the question. 

Replies to questions 14, 15, 16, 17, 20, and 21 should be stated in tabular 
form after the manner shown In Exhibit A. 

The questions and answers are to be written single spaced ; three spaces are 
to be left between answers, and a separate sheet or set of sheets is to be used 
for each reporting office. 

1. Give location of addressing and piste or stencil making equipment used In 
connection with publications designated in sheet hereto attached. 

2. Give name and style of addressing machines and cost thereof. 

3. Give name and style of plate or stencil making machines and cost thereof. 

4. State the number and kinds of filing cabinets used for filing plates or 
stencils, and give the cost thereof. 

5. Give the number of square feet of floor space occupied by the addressing 
machines, filing cabinets, plate or stencil making machines, wrapping tables, 
and desks used In addressing, wrapping, and mailing publications, including all 
aisle and chair space and adjoining vacant space associated with such work. 

6. Give the number of square feet of floor space and the number of square feet 
of wall space used for the storage of publications and wrapping, packing, and 
shipping materials used In connection therewith. 

7. State the total number of plates or stencils comprising the mailing lists 
used In connection, with the addressing machines in your office, 

8. As to the changes In names and addresses, what Is the annual labor cost 
of locating names In file, removing plates aud cards from frame?, making new 
plates and cards, proof reading, reinserting new plates and cards In frames, and 
refiling in flies? 

9. What is the annual cost of material for making above changes — type, 
plates, cards, frames, stencils, tape, etc.? 

10. What is the annual labor cost for ruined frames, plates, and stencils, due 
to their becoming unfit for further use? 

11. What is the annual cost for materials for the same? 

12. What Is the annual labor coat for plates and stencils spoiled in making? 

13. What Is the annual cost for the materials for the same? 

14. State names and salaries of persons engaged In addressing lists, the 
estimated portion of his whole time consumed by each person on such work, and 
the cost thereof. (See Illustration, Exhibit A.) 

15. State names and salaries of persons engaged In wrapping publications or 
placing In envelopes, the estimated portion of his whole time consumed by each 
person on such work, and the cost thereof. (See Illustration, Exhibit A.) 

16. State names and salaries of persons engaged In receiving, storing, han- 
dling, sacking, and shipping publications, the estimated portion of his whole 
time consumed by each person on such work, and the cost thereof. (See Illus- 
tration, Exhibit A.) 

17. State names and salaries of persons engaged in keeping stock records and 
performing other clerical operations not concerned In the answers to the fore- 
going questions, the estimated portion of his whole time consumed by each 
person on such work, and the cost thereof. (See Illustration, Exhibit A.) 

18. State the location (post office or other place) to which publications are 
sent for mailing and tbe approximate cost of conveying same thereto from 
place of addressing, 

19. What distribution for routing of publications Is made In your division 
which is Intended as being of assistance to the Post Office Department in the 

handling of same 7 
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20. State the names and salaries of iotsods engaged Id such distribution, the 
estimated portion of his whole time consumed by each person on such work, and 
the cost thereof. (See illustration, Exhibit A.) 

21. States names and salaries of persons engaged In supervising the 0]>era- 
tlons referred to In questions 8 to 20, Inclusive, the estimated portion of his 
whole time consumed by each person on such work, find the cost thereof. (See 
illustration, Exhibit A.) 

Exhibit A, 
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In order to secure information regarding the cost of addressing by machinery 
as well as the handling, mailing, etc., of individual publications, printed at the 
Government Printing Office and addressed by machinery In your department. It 
la desired that complete answers be given to the questions set forth below. 

The principle of preparing this report will be the same as that outlined In the 
foregoing Instructions. 

It appears from Information furnished to this office by the Superintendent of 
Documents that the publications listed below are addressed by means of 
addressing machines in your department, and it Is to these publications this 
portion of the inquiry Is directed. 

It Is desired that any additions, alterations, or other changes which have oc- 
curred since the preparation of this list be noted hereon. 

With each report there should be submitted a sample of the publication, cir- 
cular, or other document reported upon, inclosed or wrapped and addressed so 
as to show the exact manner In which it is prepared for mailing. 
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. What is the name of the publication to which the following questions and 
apply? 

B. Basing your estimate on the answer to question 5, what is the number of 
square feet of floor space occupied by the addressing machines, filing cabinets, 
plate or stencil making machines, wrapping tables and desks used in addressing, 
wrapping, and mailing this publication, including all aisle and chair space 
(and adjoining space) associated with such work? 

C. Basing your estimate on the answer to question 6, what Is the number of 
square feet of floor space and the number of square feet of wall space used for 
the storage of this publication, and wrapping, packing, and shipping material* 
used in connection therewith? 
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D. Basing your estimate on the answer to question 8, what Is the annual 
labor cost as to the changes in names and addresses, of locating names In file, 
removing plates and the cards from frames, making new plates and cards, 
proof reading, reinserting new plates and cards In frames, and refiling in flies? 

E. Basing your estimate on the answer to question B, what Is the annual 
cost of material for making above changes— type, plates, cards, frames, stencils, 
tape, etc.? 

F. Basing your estimate on the answer to question 10, what Is the annual 
labor cost for ruined frames, plates, and stencils, due to their becoming unfit 
for further use? 

G. Basing your estimate on the answer to question 11, what is the annual 
cost of materials for the same? 

H. Basing your estimate on the answer to question 12, what Is the annual 
labor cost for plates and stencils spoiled In making? 

I. Basing your estimate on the answer to question 13, what is the annual 
cost for the materials for the same? 

J. Basing your estimate on the auswer to question 14, what Is the annual" 
cost of addressing lists? 

K. Basing your estimate on the answer to question 15, what is the annual 
cost of wrapping publications or placing In envelopes? 

L. Basing your estimate on the answer to question 16, what is the annual 
cost of receiving, storing, handling, sacking, and shipping same? 

M. Basing your estimate on the answer to question 17, what Is the annual 
cost of keeping stock records and performing other clerical operations not con- 
cerned in the answers to the foregoing questions? 

N. Basing your estimate on the answer to question 18, what Is the annual 
cost of conveying this publication from place of addressing to place of mailing? 

0. Basing your estimate on the answer to question 20, what Is the annual 
cost for routing this publication to assist the Post Office Department in han- 
dling the same? 

P. Baaing your estimate on the answer to question 21, what is the annual 
cost of supervising the operations referred to in the foregoing questions? 

Appendix B. 

The White House, 

The Pbesident's Commission 
on Economy and Efficiency, 

Washington, August S, 1911. 
To the Chairmen or the Departmental Committees, 

on Labor- Saving Office Devices. 
Deab Sirs: Referring to our meeting of this morning, there is transmitted to 
you herewith questions relative to the operation of addressing machines and the 
addressing, handling, etc., of individual publications, together with a supply of 
forms 6 and 6a. 

The sheets numbered 1 and 2 are for the purpose of obtaining information 
relative to the cost of maintenance and operation of the machines in the general 
addressing, handling, etc., of publications printed at the Government Printing' 
Office and addressed by machinery. 

Sheets numbered 3 and 1 are questions relative to individual publications' 
addressed by machinery. 

In submitting replies to the questions herein, it Is desired that a statement 
be made relative to the following : 

1. If any, state additional Derations performed by your department in con- 
nection with the matter referred to on circular herewith, not specifically men- 
tioned herein, and the cost of same. 

2. Give a detailed statement of the uses to which addressing machines are 
applied other than the addressing of the publications referred to herein. 

3. State the possible uses of addressing machines in operations in which they 
are not now employed. 

4. Where addresses are made otber than by addressing machines, give an 
approximate average estimate per thousand of the cost of such addressing. 

5. Where addresses are made other than by addressing machines, give an 
npproxlmate average estimate per thousand for cost of materials and labor used 
In wrapping or Inclosing the same. 

Very truly, yours, M. O. Chance, 

Secretary to Commission. 
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[Memorandum for Mr. Vtles (Chief Clerk. Bureau of the Census).] 

May 13, 1911. 

The following 1b a statement of the apparent saving In the cost of mailing the 
bulletins of the Thirteenth Census by means of the Montague Addressing Ma- 
chine Co.'s appliances, In place of the machines now in use. 

In view of the apparently large Initial Investment it Is necessary to consider 
the fact that the machines, If purchased, would, after their use on the 
Thirteenth Census publication, be always in use on the regular publications of 
the office, including the cotton-ginning cards, the labels for the regular perma- 
nent mailing list, and all material of this character that is now addressed by 
the Elliot machines, and would effect n material saving each year. 

The present method of mailing bulletins of this bureau costs approximately, 
as follows: 

Addressing 1,000 envelopes $0.32 

Inclosing, sealing, and sacking 1,000 bulletins _ _ 1.20 

Cost of 1,000 envelopes _ 4.24 

Total cost per thousand 5.81 

On the Montague publication mailer, the costs are as follows; 
1,000 wrappers $0.47 



Total cost per thousand .85 

In neither of the above estimates is there an overhead charge, as that would 
probably approximate the same In both systems. The lnhor cost may be some- 
what greater than estimated In the operation of the Montague machines, but it 
would seem that an excess of 20 cents per thousand in addition to the above 85 
cents would more than cover any additional expenses attached to maintenance, 
which would bring the total to $1.05 per thousand. The difference in cost per 
thousand is therefore seen to be $4.76. 

The capacity of the present equipment Is as follows: 

Three machines; 24,000 envelopes addressed per day by three men. It re- 
quires 12 men to inclose, seal, and sack 24,000 bulletins In one day. 

The capacity of the proposed equipment is 24,500 per day, wrapped, sealed. 
and addressed. It would probably require two men In care of the machine and 
equipment, and probably one helper to remove filled sacks, etc., an evident 
saving of all the lubor at present required in incloslug, sealing, and sacking the 
bulletins. 

The total cost of the proposed equipment Is approximately $7,500. 

Department of Commerce and Labor, 

Bureau of the Censtjs, 
Washington, June It, 1911. 
To the Chief Clerk : 

In a former memorandum regarding the probable saving In the cost of mail- 
ing bulletins in the Thirteenth Census by means of the Montague Co.'s appli- 
ances In the place of the machines now In use in this bureau, the question of 
cost was covered solely in relation to the probable issue of 1,000,000 bulletins. 
No estimate waa made in tbe above-mentioned memorandum of the probable 
saving in cost which would result from the use of a part of the proposed equip- 
ment on tbe cot ton -ginning cards, the labels for the regular permanent mailing 
list, pay rolls, etc., nor was any consideration given to the possible uses to which 
these machines can apparently be put, that are beyond the capacity of the pres- 
ent equipment. The cotton ginning cards, approximately 35,000 In number, are 
addressed 14 times a year, the same list being addressed twice for bulletins and 
twice for the Department of Agriculture, making a total of 18 times this list is 
addressed. With tbe present equipment It requires three days to address this 
list once. The rapidly Increasing number of press summaries (there being one 
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or more for each bulletin) are addressed to lists varying in size from 1,000 to 
8,000 addresses. It Is estimated that there will be at least 1,000 of these press 
stories, making at least 2,000,000 envelopes to address. The capacity of the 
automatic addresser Is rated at 125 per minute. A conservative estimate of 100 
per minute would make It possible to address the cotton list In one day. 

An Important point In this connection is the stencil-ma king machines. On the 
present machines 250 stencils cut per day Is a good averaga The capacity of 
the Montague machine Is from 100 to 100 per hour. 

Chiet Oobbespondence and Mail Division. 
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December 4, 1911. 

The President: The Commission on Economy and Efficiency has 
the honor to submit the following report in reference to the use of the 
" window " envelope in the Government service. 

Its investigation has led the commission to the opinion that this 
device is well adapted to use in the Government, and that, if used to 
the extent to which adapted, an annual economy of not less than 
$250,000 can be secured. This report is submitted at this time as 
showing one method by which economy and increased efficiency can 
be secured through the adoption of one type of labor-saving device. 

This envelope has a portion of the face transparent, so that by fold- 
ing and inserting the letter or other inclosure in a certain way, the 
name and mailing address of the addressee, as given on the communi- 
cation, are shown through the transparent portion. The necessity 
for this envelope first arose in the commercial world. The use of the 
ordinary wholly opaque envelope not only necessitates writing the 
name and address of the addressee twice, but causes embarrassment 
through letters being placed in the wrong envelope. Primarily to 
secure accuracy of mailing address and incidentally to reduce the cost 
of jbreparing and mailing correspondence, this envelope was devised. 

This type of envelope is now extensively used in the tmsiness world. 
The commission believes that the Government will find an equal bene- 
fit in its employment. Its advantages are that it furthers economy 
by eliminating the clerical operation of addressing envelopes, insures 
absolute accuracy in respect to communications being mailed to the 
name and address of the person given in the communication inclosed, 
facilitates the early dispatch of mail, and tends to relieve congestion 
in the post office. 

According to figures furnished by the executive departments, it 
costs on an average $6.50 a thousand to address envelopes. By the 
use of the window envelope this expense can be entirely saved. The 
window envelope costs on an average 60 cents a thousand more than 
the ordinary envelope. Deducting this amount, the net saving 
through the use of the window envelope is at the rate of $5.90 a thou- 
sand. Applying this rate to the 17,442,000 envelopes, which the de- 
partments report are annually addressed by hand or typewriter, the 
introduction of the window envelope would produce a saving of 
$102,907 per annum. There are, of course, classes of correspondence 
in respect to which it is probably not desirable to use this device. The 
commission believes, however, that these classes are few and unimpor- 
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taut. On the other hand, there is a large amount of other matter, 
such as checks, warrants, notices, reports, etc., that can be mailed in 
window envelopes. If this is done, a saving equal to that in the case 
of letters can be obtained. These estimates, moreover, do not include 
savings which would result if this envelope were used in the inde- 
pendent establishments in Washington and in the services outside of 
Washington. The clerical and administrative operations in these 
establishments and services are believed to be at least equal to those 
of the executive departments at Washington. It would therefore 
appear that if this envelope were used wherever practicable through- 
out the Government service an annual saving to the Government of 
$250,000 or more could be secured. 

Under existing conditions all letters are carbon or press copied. 
The names and addresses to which letters are addressed thus become 
a matter of record. No evidence is preserved, however, that the let- 
ters are actually mailed to such persons and addresses, since mistakes 
in writing the names and addresses on envelopes and in inclosing 
letters in envelopes are of frequent occurrence. The use of the win- 
dow envelope not only eliminates these mistakes but perfects the 
record of the departments in respect to outgoing mail matters. 

The advantages resulting from the use of this device are not con- 
fined to the departments and establishments sending out the commu- 
nications. The use of the window envelope permits of the dispatch 
of mail at frequent intervals during the day. Under present methods 
of addressing envelopes mail matter is usually held until late in the 
day and all dispatched at once. If window envelopes are used, com- 
munications can be inclosed immediately upon their being signed, 
or, where no signature is required, immediately upon their prepara- 
tion. This will be of service to the post office, since it will do much 
to relieve the congestion of outgoing mail that now takes place at the 
close of office hours. 

Furthermore, accuracy of mailing address secured in this way 
will reduce correspondingly the amount of misdirected matter that 
has to be handled by the Post Office Department. The expense of 
the special treatment that has to be given such matter in the postal 
service is thus saved. Finally, the postal service will be aided by the 
fact that the address of matter mailed in this way will, as a rule, be 
clearly and legibly written, since such address will be either type- 
written, or, if written with a pen, as in the case of checks, statements, 
accounting forms, etc., will be written by some one in the accounting 
office who must necessarilv write a good legible hand. Under present 
practices, addresses are frequently written by junior clerks or mes- 
sengers. 

Four or five hundred millions of these envelopes are now used an- 
nually by commercial concerns. The commission has been using the 
envelopes for the past several months with satisfactory results. Dur- 
ing the exhibit of labor-saving devices recently held by the com- 
mission these envelopes were displayed. Not only was considerable 
interest manifested in them by departmental representatives, but 
several departments have ordered supplies of them, with a view to 
their immediate use. The commission believes that this type of en- 
velope can be used with advantage for almost all classes of corre- 
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spondence, and the sending out of such documents as checks, 
statements, circulars, etc. In this connection it should be noted that 
the great bulk of the correspondence and mail matter of the Govern- 
ment has to do with communications between its own officers. 
Respectfully submitted. 

F. A. Cleveland, Chairmttn. 

W. F. WnJLOTJGHBY. 

W. W. Warwick. 
Frank J. Goodnow. 
Harvey S. Chase. 
M. O. Chance, Secretary. 
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Decembee 1c, 1911. 
The President: The Commission on Economy and Efficiency has 
the honor to submit the following report in reference to the result* 
which have been obtained through the installation of a photographic 
process of copying printed and written documents, maps, drawings, 
records, etc., in various departments of the Government at Wash- 
ington. . 

Its investigation has led the commission to the opinion that this 
device is well adapted to use in the Government, and that, if used to 
the extent to which adapted, an annual economy of not less than 
$100,000 and possibly of two or three times that sum, can be secured. 
?hi* report is submitted at this time as showing an interesting result 
from the introduction into the Government service of one type of 
*abor-saving device. 

For the purpose of ascertaining the economy m the use of the 
Process of making rapid photographs of printed or written matter 
*s a substitute for copying by hand or typewriting, the commission, 
^Jider the date of March 29, 1911, invited demonstration, and as a 
'"^sult there was installed in this office a machine (the photostat) 
^instructed for the purpose. This installation was made about 
*M)ril 10. 1911, and the rl em onst ration was continued until about 
*4ay 1^ in order that the various departments and independent 
Establishments of the Government might obtain full information 
"dilative to the operation and results of use of such a device. 

Invitations were issued requesting that representatives of each 
department and independent establishment call at the office of this 
commission and witness demonstrations. This invitation was ac- 
cepted generally. 

Following these demonstrations, one or more offices in each of the 
departments, except the State and the Interior, have either placed on 
trial or purchased photographic copying machines. From offices 
•H four of the departments in which machines were installed de- 
tailed statements have been received relative to the savings effected - 
by their use. These statements have been analyzed and the results 
t&ereof are shown below : 

A*wly*ft of reports as to the v 

department of Justice (central office) : . 

Installed April, 1911. Reported Oct. 18, 1911. 6 months. 

Coet by former method 51,955.00 

Cost by present method ■ 794.60 
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Navy Depa rtment : 

Bureau of Count ruction iiml liepair, Washington Nnvv-Yard. 
metalled Jane IS, 1911. Reported Nov. 14, 1911. 5 months. 

Cost by former method (estimated) $680.80 

Cost by present method 225.00 



i for period $455.80 

Department of Agrh-ulture: 
Bureau of Aiiimnl Industry, 
lustalled May 15, 1911. Reported Oct. 15, 1911. G months. 

Cost by former method $504.00 

Cost by prevent method 222.00 

Savings for period '- 281.40 

Bureau of Chemistry. 

Installed May 16, 1911. Reported Oct. 20. 1911. 5 months. 

Cost by former method (estimated) Sl.041.6tS 

Cost by present method 210. 00 

Paving!* for period SSI. 08 

Department of Commerce and Labor: 
Bureau of the Census. 
Installed May 27, 1911. Reported Oct. 27, 1911. 5 mouths. 

Cost by former method $10,000.00 

Cost by present method— 1,657.60 

Savings for period 1 8, 342. 40 

Total savings for period ■ 11,0T1.T« 

Estimated savings for one year, based on above figures 26,108,0-* 

Treasury Department. Installed Oct. 6, 11)11. Reported Oct. 13. 1011. 
War Department, lustalled Oct. 30. 1911. Reported Nov. 24, 1911. 
Post Office Department, Installed Sept. 28, 1911. Reported Oct. 12, 

1911. 

The above three departments report that because of the short 
period in use they are unable to make comparative statements as to 
eoets. 

The amount reported to have been saved by these offices during 
a period of an average of less than six months is $11,071.76. This 
represents a saving of more than 75 per cent in the cost of work as 
compared with former methods. On this basis the annual saving 
to the offices reporting would be $26,108.04. These figures do not 
include savings which may have resulted in the offices of the Treas- 
ury Department, the War Department, or the Post Office Depart- 
ment, where similar installations were made, those departments 
having reporter! that they were unable to make comparative state- 
ments as to cost ivcaitse of the short period during which the machine 
. had been installed. 

As the figures shown are net savings for a period averaging less 
than six months' use in only four bureaus of three departments and 
in the central office of a fourth, and as the device has been used only 
for a few of the many kinds of work to which it is adapted, the 
foregoing should be looked upon only as a suggestion of the important 
results in the way of economy which may be accomplished when 
such a machine is installed throughout nil departments and inde- 
pendent establishments of the Government. 

It may be safely said that there are few bureaus or divisions of 
any department or other establishment of the Government in which 
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a machine of this kind can not be profitably employed. The capacity 
of this machine is so great that in most cases the work of the depart- 
ment, if properly systematized, can be done by one machine. The 
Department of Justice and the four bureaus in other departments, 
considered in this statement of savings, represent but a small per- 
centage of the possible uses of such a machine in the Government 
service in Washington. 

The committee on labor-saving office appliances, under whose 
auspices this machine was introduced and is being further developed^ 
is composed of three representatives from the President's Commis- 
sion on Economy and Efficiency and two members from each de- 
partment and independent establishment of the Government. This 
committee is at work on the introduction and installation of machines 
of this type anil is looking into new ways in which they may be 
■used. After its work has covered all branches of the Government, 
as far as may be practicable, it is the intention of the commission 
-to make a further report, by which time it is expected that savings 
amounting to n hundred thousand dollars or more per annum will 
"be shown. 

There are attached as Exhibits A, B, and C three copies of matter 
produced by the photostat that the comparisons between the cost of 
production by hand and by this machine may be readily understood. 
Exhibit A, which may be considered in the class showing the 
greatest variation of cost between the processes, illustrates a draw- 
ing originally prepared by hand. If it were desired to reproduce 
this either on a larger or smaller scale it is estimated that the cost 
of a draftsman's time in preparing such copy by hand would be 
about $125, and probably would not be a perfect reproduction in 
every particular. The cost of reproducing this copy by the photo- 
stat was 20 cents, or about one-sixth of 1 per cent or the cost of 
preparation by hand. If it were necessary to make a tracing of this 
drawing for duplicating purposes, the cost of the services of a 
draftsman in making the tracing and the cost of preparing a print 
therefrom is estimated at about $35, whereas the cost of reproducing 
by this process, as stated, is 20 cents. 

Exhibit B is an illustration of the class of work for which a large 
application of this device is being and will be found. This repre- 
sents a tabulated statement originally prepared on the typewriter. 
If it were desired to obtain duplicate copies of this after the original 
had been made, the cost of such reproduction by the typewriter proc- 
ess would be about $2.50, whereas the cost by the process shown was 
but 8 cents, or about 3.2 per cent of the hand process. 

Exhibit C illustrates a class of copying showing the smallest mar- 

f'ji of saving between the hand and the photographic processes. 
his copy, prepared and compared by the band process, would cost 
about 15 cents, based on the average salaries paid for such work in 
the Government service, whereas the cost was but G cents by the 
photographic process. 

In order that the operation of this machine may be better under- 
stood, it may be stated that the matter to be copied is placed in posi- 
tion on the copy board below the front of the camera, the scales ad 
justed to make the size copy desired, the sheet of sensitized paper is 
then placed in )>osition by the turn of a lever, and a. shwttfct *»\rs&s&. 
for the necessary exposure. At the cxp\r«A'vm ot *0c\ft *"x.ysHOT* v**^ 5 ^ 
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from 10 to 40 seconds, the shutter is closed; a pull on another smaller 
lever cuts off the exposed sheet from the roll, which then drops into 
the developing solution. The operator inserts the hand under the 
rubber apron, moves the sheet about in the tray of developer, and 
then pulls it over into the tray of fixing solution, after which he is 
ready to proceed with the next exposure. The time consumed in 
making the exposure and placing the sheet' in the developing solu- 
tion should not be more than a minute. 

The photostat will reproduce, in black and white, documents or 
maps of any color or colors, and will accurately reproduce all inter- 
lineations, or the markings of any penciling, record, or time stamp 
impressed upon or across the face of a document reproduced, no mat- 
ter what color of ink has been used. 

The operation of this machine does not require the services of a 
high-salaried clerk ; in fact, the services of a clerk of the lowest class 
or grade or even of a messenger could be employed on this work, with 
results equal to those produced by a clerk of the highest class. 

Facsimile duplicates are of great value in the various divisions and 
bureaus of the several departments and independent establishments 
of the Government, and such copies can always be obtained by the use 
of this machine, whereas in copying by hand the liability of error 
always exists, no matter how expert or careful the copyist, and even 
the most skilled copyist can not be expected to produce a facsimile of 
the original. 

The photostat is almost automatic in operation, the size of the re- 
production and focusing of the image being adjusted according to> 
graduated scales on the instrument. 

Aside from the time consumed in making reproductions by hand, 
the time and expense of comparing is of importance, it being esti- 
mated that this cost in the case of ordinary typewritten documents 
is about 25 per cent of the cost of making the copy. 

Among the many uses for the photostat, the following are qien- 
tioned: The copying of maps, tabulations, record copies of finished 
plans of ships, public buildings, and other structures, certified copies 
of letters, statements, etc., which are required by the Court of Claims 
and other courts, reproducing and enlarging maps, schedules, tables, 
copying of articles from rare books, etc. 

In addition to the specific statements of present and former costs 
made by the Department of Justice, that department adds the fol- 
lowing : 

It Is estimated Chat about 500 maps have been copied, which otherwise would 
have been made by hand at a coat many times greater than was possible with 
the photostat. 

Many large sheets of tabulations have been copied in a few moments which 
If copied on a typewriting machine or by hand would have taken a day or more. 
It often happens that the matter to be copied can not well be spared for the time 
required to make a typewritten copy. With the photostat this Inconvenience is 
obviated, as the exposure of quite a number of sheets may be made hi a few 
moments and the original returned, the photographic copy being finished much 
quicker than would be the case if two or three typewriter operators were 
making it. 

It Is Invaluable for copying many legal documents, printed forma, etc., which 
could not be contained on paper of the size ordinarily used by typewriters. 

The possibility of errors In typewriter copying, although compared with the 
original, is always present. With the mechanical operation of the photostat 
this objection Is Impossible. 
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The photostat Is capable of a considerably larger output than that given above. 
We operate it only three hours a day with one man. 

If the machine were run all day with two or three operators (one arranging 
the material, one making the exposures and developing the prints, and the other 
watching the prints and reassembling the matter), it la believed the machine 
could easily handle GOO or more copies a day. 

The Chief of the Bureau of Animal Industry of the Department of 
Agriculture, in reply to a question relative to the further uses to 
which this machine may be put, makes the following statement: 

Copying of articles from rare books borrowed for short periods from other 
Institutions and other Incidental uses, the saving in money by means of which 
it is difficult to estimate, Inasmuch as such work would probably not be done 
at all if the photostat were not available. 

Relative to the efficiency of the machine, the Acting Chief of the 
Bureau of Chemistry of the Department of Agriculture makes the 
following statement : 

Copies can be made quicker, cheaper, and more accurately on the photostat 
than by any other method. It can only be used economically In straight type- 
written matter when not more than one copy or, at least, two is needed. It can 
be used to good advantage when the paper to be copied Is needed hurriedly, 
and the copy can be made in less than a minute and the original papers can be 
forwarded at once without waiting for the developing, washing, and drying of 
the copy. It is of especial value In copying legal papers that may be used in 
court cases. The copy is absolutely accurate and can not be changed. 

In answer to a question relative to the further uses to which the 
machine may be put, the Secretary of the Navy replies as follows: 

With respect to the work under the cognizance of the Bureau of Construction 
and Repair It is contemplated to use the photostat to make record copies of 
finished plans of ships for the bureau's reference, the tracings to be forwarded 
to the home yards of the vessels where It 1b considered they will be of greater 
value than the blue print or Vandykes now Issued. It is also the Intention to 
have nil certified copies of letters, statements, etc., which are required by the 
Court of Claims done on the photostat, as it Is the belief of the Bureau of Con- 
struction and Repair that a great saving in time and money will be possible, 
since it will save not only the time of the typewriter, but also the time of two 
men which is now necessary in comparing these copies, since all copies must be 
sent out under certification. 

Relative to the further uses to which it may be put in the Depart- 
ment of Commerce and Labor, the Bureau of the Census reports as 
follows : 

laps, schedules, 

As to its efficiency this bureau further states : 

o comparison is necessary, which 
emciency. 
Respectfully submitted. 

F. A. Cleveland, Chairman. 

W. F. Wuxotjghby. 

W. W. Warwick. 

Frank J. Goodnow. 

Harvey S. Chase. 

M. O. Chance, Secretary. 
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